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How to Conduct Labor Exchange in CalJOBS 

This section describes how to use the Labor Exchange Tools in CalJOBS to activate 

Mass Job or Candidate Referrals, Enter Referral Results, view Referrals Pending 

Review, manage Job Candidate Follow Ups, and add Skill Sets. 

 

Mass Job Referrals: 

Allows the user to both search for multiple jobs and refer them to participants.  

 

1. On the left navigation panel, go to “Services for Workforce Staff” > “Manage 

Labor Exchange” > “Mass Job Referrals”. 
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2. On the following screen, choose how you’d like to search for the job using the 

tabs at the top. If you need to change the Area Selection, click on Los Angeles 

County, CA: 

 

 
 

3.  Whichever method you choose, enter the required information, then click the 

“Search” button at the bottom. Below is an example of a Quick Job Search: 

 

 

4. A list of your search results will be displayed. You can click on the job title for 

more information, including job requirements, wage, and description.  
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5. If you like, you can click the “Save search” button to save your search and 

receive notifications whenever a new job is added that meets the criteria you’ve 

selected. 

 

 

 

 

 

 

 

 

 

 

 

6. Click on the Job Title/ Description to see more information about a job. 

 

 

 

 

 

 

 

 

From this screen you will need to 

select a title for the alert, how often to 

receive notifications, how you want to 

be notified and when you want these 

notifications to stop. Click the “Save” 

button when finished. 
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7. From this page you can see lots of info like hourly wage, job requirements and a 

job description. 

 

 

 

 

 

 

 

 

 

 

This area shows what percentage of 

the job requirement the participant 

you are assisting meets. More info 

can be found out by clicking “How I 

Match Up.” 



 
 

 
7 

 

Los Angeles Community and Senior Services 2016 

8. This job listing can be shared through the “Share this Job” section. “Staff Links” 

are also available. You can get more information about the employer by clicking 

“Assist the Employer.” The job order can be modified by clicking “Modify this Job 

Order,” allowing you to change information like address, phone number, etc. The 

job can be sent to a participant by clicking “Send via a Message.”  

 

 

 

 

 

 

 

 

 

 

 

9. From the “Send via a Message” page. You can send the job to an individual, 

employer, staff, or provider. You can search for the appropriate person by 

clicking the “Search” button. The listing can be sent to multiple recipients.  
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Mass Candidate Referrals: 

Allows the user to search for candidate profiles and resumés that meet the needs of 

employers.  

1. On the left navigation panel, go to “Services for Workforce Staff” > “Manage 

Labor Exchange” > “Mass Candidate Referrals”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. From this screen, you can search for the participants you’d like to refer either by 

searching for resumés that are in the system or for the candidates themselves. 

 

 

 

 

 

 

Click on the “Search Resumés” button 

to search for participants by resumes. 

Click on the “Search Candidates” 

button to search for participants 

through normal means. 
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3. Clicking the “Search Candidates” button will bring you this page, where you can 

enter specific criteria for the candidate you are searching for. Click the “Search” 

button to move to the next page. 
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4. The “Search Resumés” button will take you to a search screen, where the search 

can be refined. When finished Click “Search” to find participants with matching 

criteria. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click “View Resumé” to see the 

participant’s resume. 

Clicking “Details” will take you to the 

Candidate Qualifications page where 

the participant’s skills are displayed. 
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Enter Referral Results:  

Allows the user to search for jobs using filters and either saving the job for later or 

referring the job to a participant. 

1. On the left navigation panel, go to “Services for Workforce Staff” > “Manage 

Labor Exchange” > “Enter Referral Results”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. On the following page, select all the criteria you are looking for, then click the 

“Search” button at the bottom. 
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3. A list of available jobs will display. More information about the job can be found 

out by clicking the job title. By clicking under the job’s On-Line Status, you can 

find more information about the referral. 

 

 

4. The On-Line page displays statistics about the job and allows the user to save it 

by clicking the “Save” button. 
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Referrals Pending Review: 

Allows the user to search for participants, employers, or jobs and view their respective 

referrals.  

1. On the left navigation panel, go to “Services for Workforce Staff” > “Manage 

Labor Exchange” > “Referrals Pending Review”. 
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2. This page can be used to narrow down the search by adding criteria for the 

participant, employer, and jobs that will be displayed. Click the “Search” button 

when finished. 
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3. A list of jobs and participants will compile, showing which participant is eligible for 

which job. Click the “Refer” link to save the job under the participant for future 

reference. 

 

 

4. From the Refer Page, you can fill in the requirement information and save the 

referral to the clients file by clicking the “Save” button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Clicking the “Job Number and Title”, 

“Meets General Requirements”, and 

“Meets Specialized Requirements” fields 

will display more info about those 

criteria. 
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Job Candidate Follow Up: 

Allows users to manage referrals that they have made for participants.  

1. On the left navigation panel, go to “Services for Workforce Staff” > “Manage 

Labor Exchange” > “Job Candidate Follow Up”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. You can search for a participant by filling out the appropriate information in the 

Search Criteria section or check on referrals you have already created by clicking 

the “Show only follow up referrals I created” button. If you search using Option 1, 

click the “Search” button. 
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3. Select the appropriate participant from this list to see the referrals that have been 

created for them. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Clicking “Referrals” will display all the 

referrals that have been created for 

the participant. Clicking “View” will 

show the participant’s contact 

information. Clicking “Delete” will 

erase all the referrals the participant 

has on file. 
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Add Skill Set: 

Allows the user to add skill sets to a participant’s file making it easier to search for jobs 

the participant is qualified for.  

 

1. On the left navigation panel, go to “Services for Workforce Staff” > “Manage 

Labor Exchange” > “Job Skill Sets”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Click the “Add Skill Set” button to add a skill set. 

 

 

 

 

 



 
 

 
19 

 

Los Angeles Community and Senior Services 2016 

3. Skill sets can be selected from a list by clicking on “Analyze Skills” or they can be 

chosen from a list of skills required for a particular occupation by clicking “Skill 

Matching”. 

 

 

 

4. From the “Analyze Skills” section a “Job Skill Category” can be selected to make 

it easier to find the skills you want. 
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5. Skills can be selected by checking the appropriate boxes next to the skill then 

clicking the “Save Skills and Continue” button.  
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6. The Skill Matching button leads to a search screen where you can search for a 

job and see which skills are recommended for it. 
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7. You can then select from the list of jobs to see the skills that are recommended. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

Click on a job title here to open 

the list of recommended Skills. 

These skills can be saved by clicking 

the “Continue” button. Then type in a 

short description for the skills and 

click the “Save” button. 
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8. When skills are saved they will display at the Job Skills Set page. 

 

 


